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1 Installation

ViewPermit uses a self-updating deployment technology to install with minimal user interaction. Once

installed, ViewPermit checks for newer versions as they become available and automatically replaces
any updated files.

1.1 Open Microsoft Internet Explorer and enter the URL provided by your System Administrator.
Typically, the following web page will appear:

GlIS-centric. Online and desktop.
Innovative Permit and Licensing management.

Name: ViewPermit
Publisher: ViewPoint Government Solutions

The following prerequisites are required:

e Windows Installer 3.1
e .NET Framework 4.0
e Microsoft Report Viewer 2010

Please Click the Install button.

Install

1.2 Click the "Install" button and follow the instructions on your screen. ViewPermit will launch
automatically upon completion of the installation procedure.
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2 Security Login

ViewPermit supports active directory and adapts itself based on the logged-in user and the
administrative group he/she belongs to. Users will see their own inspections, project reviews and other
tasks based on their login ID.

2.1 The User Login screen is displayed upon launching the program immediately after the splash
screen:

Logon to ViewPermit

@“‘f Usemame: [Admin v]
& Password: =

] Disable GIS [~ Hide Dashboard (V] Offsite Mode

2.2 Type or select your username and type your password. If your municipality has chosen to use
Lightweight Directory Access Protocol (LDAP), this feature will allow users to log in using their
network credentials.

2.3 If you will not be utilizing GIS during your session you may select the Disable GIS box to help the
program run more quickly.

2.4 To bypass the Dashboard and go directly to the Control Panel, check the box labeled

2.5 LDAP users only: To bypass LDAP authentication when working off- site, check the box labeled
Offsite Mode. You may then log in with ViewPermit-specific credentials.



w ViewPermit Using ViewPermit

Innovative permit management

3 Dashboard

The Dashboard provides a summary of the number of permits created, revenue by type of permit, fee
collection timeline, average processing time, inspection calendar, and a list of pending applications.

— —
1M ViewPermit Diashboard: V.3.82.0 BN
| — ]
Permit Count [ D=pt. [Inspectional Services = Revenue by Dept.  Dept |Inspectional Services ~|/| Fee Collection Timeline MType
Past 3 Months Sl . $100,000
2m
172 _ B -
Mgsisny | fervna WMtz WlPorseg | £80,000
P 133
E 580,000
£ m
z 60 ) [68 $251,573 540,000
2
z 520,000
fl 0
[ ‘a“& éﬁ & f(,u‘} @e“h Duration (Months) é’-vzgzm TEED T R QR Erel
< & ¢
(| F L 3 - i i !
I Months Wonths |3 hd
I ot v
i. ):\ppomdt.mems for: @ @ m Day EWDrkWaek @ Month Inspectors Show All Type | Building -
nspection . - 50
40 60
| Monday Tuesday Wednesday Thursday Friday Saturday Sunday - oy
20
13 14 15 16 L 18 19
. AVG. Processing Time
20 21 2 23 24 25 26 g L 19 Hours.
ast 3 months
27 28 29 30 Ell February 1 2 -
0
3 4 5 6 7 8 9= )
- Hontns (3 ] firs.

MY TASKS (Double click any row to view selected permit) s Admin G Log Qut

My Project Review (828) | Pending lssuance I My Re-Inspactions | My Projects I My C.0.0 Signoffs I Open Projects | Balance Due I Project Start Nntinal

Filter Applicatians by: |My Pending Approvals |

HouseNo Date Submitted Permit For
CHURCH ST

WINOGRAD-CORT ELIZ 88 DRANGE

ECKELMAN MATTHEW & 5 NICOLL ST

HUTAGALUNG ALEX 25 SAINT JOHM

[ selected Row) [l (Over 30 days) [T 21 - 30 days) [ (11-20days) [_| ({Under 11 days}

3.1 Filter the Permit Count, , and Fee Collection timeline graphs by department or
type by using the corresponding drop-down menus.

3.2 Double-click on any permit in the Pending Applications table to access the full record.

33 Double-click on any date in the Calendar to view scheduled inspections. To schedule a new
inspection, fill in the requisite information and click Save.

34 Click the Refresh button to update the Dashboard to reflect any recent changes. Click the GO
button to access any of the main Control Panel tabs (next page).
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4 Control Panel

The Control Panel is an intuitive hub that allows you to create new permits and access, edit, and delete
existing permits. Easily search by address, map/lot, permit #, licensee, contractor, owner, or project.

« Hide Panel ﬁf‘ Logged in as : Admin o Log Out

Address | permit# | Licenses | 1| | | J| Permits | Project Review | Inspections | C 0.0 Signoff | 6is [ Personnel | Reports | web | settings |

Street: Property Info Hearings Documents (0) Property Characteristics
Historic National
sl i v 8 ¥ Address: 169 GRAND AV Owner;  JUNTAFOR PROGRESSIVE ACTION &
New Address
SSVLAOCIEss ParcelD: 161 0759 02400 e s

= - Zoning: BA Year Buit: 1900 ‘
. @ B-2004-0814 PHOTO
Property Use: 9200 Book Page: 4898/ 33 More Info
@ B-2002-0074
-
..... ¥ 5. Mechanical P
{371 520010540 o - Approved
3 @ B-2000-0830 Parent Permit: | Y Inactive
T |2
""" u E20050353 Permit Info Work Description
w P-2004-0380 Occupancy Type: Building Type: ~ Permit For: ~ Date Submitted: INSTALL BOILER & GAS LINE.
[ | ¥ - || 1152002
. [ | [ 3
----- " |m-2002-0013 — —
Owner Name: Address: City: State: Zip: Phone No:
(S AT
Applicant is (select one)
i Expiration Date:
Permit Select - ) # of Units: P!
M Owner (@) Contractor Other 0 1/ 1/1900
(N AuPermits >» m
Applicant Name: Address: City: State:  Zip: Phone No:
[ W Project/Planning >> B VERNON L STALLINt 148 NORTON ST. MILLDALE CcT 064567 (860) 378-3000
o Applicant Email D Structure Size: Assigned Inspector
Mechanical _ o (N -]

Stoves / Liquid Storage

Fixtures
2B oPw + Stove Fuel Type: Location: Fixture: Number: Add

Liquid Storage Fuel Type: 1st

~ | |Dryer « 1 v
@ Health + Stove Make: = — J
g

Location Fixture Number
) Stove Model: s
‘ Fire »» || + Liquid Storage # of Tanks:

L QuitJ lzx Delete .j Edit &J Print H Save lt:! Copy To ﬁ Change Address

4.1 In the Search Box, type an address, map/lot number, permit number, or other search criteria in
the top-left selection panel to display all related pending or issued permits in the tree view.
Permits are numbered by type of permit, year of creation, and chronology. For example, B-10-15
indicates the 15th Building permit created in the year 2010.

4.2 The is color coded to indicate what stage of the process the permit is in. Black text
indicates the permit is still pending, green indicates the permit has been issued, and red
indicates a closed permit. More detailed status information and dates of actions can be found
on the permit form. Click any permit number or icon in the tree view to view permit details in
the main form. The tree view visually groups permits with associated parent/child permits.

Clicking on a specific permit type will filter for only that type of permit and clicking “All Permits”
will show all types again.
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lfp‘é All Inspectional Srvs. Permits

4.3 To add a new permit, choose a E Shncng
property (or a licensee if you are e u Electrical
creating a license) and select the [ 1A Aupermits Coia
type of permit you wish to add
from the Permit Select menu. [w i bl Meczmen
Note this must be done before [L‘E Suiding .. a Plumbing
you can create a new permit. hj All Licenses EJ *

Click the ">>" button next to the 2\ opw
permit group, and then choose [@ —
the type of permit to create. Click

the "+" button next to the permit [ e 2

type to load a new form in the fegs] pasnboara Q Quit

main window. The Flags button

will blink red if the property, owner, contractor or permit selected has a flag entered on it. If
you click on it you can open up more information on the specific flag or create new rules for
flags.

4.4 The Owner information will populate automatically based on the address gathering information
from your Assessors database. The rest of the information will need to be filled in manually.

Permit Info

Occupancy Type: Building Type: Permit For: Date Submitted:
v v hd 21 112013 [El~
Water Supply Sewage Disposal System Expiration Date:
Pubic @  PrivattWell ) Municipal @ On Site Disposal () 2/ 112013 [~
Owner Name: Address: City: State: Zip: Phone No:
JUNTA FOR PROGRES 169 GRAND AVE NEWHAVEN CT 08513 (__)_ -
Applicant is: (select one)
Project Name
¥ (@ Owner (") Contractor (") Other
Applicant Name: Address: City: State:  Zip: Phone No:
O 2) =<
Applicant Email O Assigned Inspector

4.5 Property setback requirements (if applicable) are displayed based on zoning classification and
your community's by-laws. An exclamation mark icon and red highlighted text will warn of a
setback violation. Clicking the Save button with a violation will trigger a requirement for Zoning

Propaity CRATARARA Board of Appeals review and will automatically enable the

@l Historic National checkbox in the Plan Review module.
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4.6 Select the desired contractor from the dropdown list OR add a new one by clicking on the plus

! button and filling
Contractor Info @ out the required
Available Contractors information in the
iohn| Personnel

| JOHN J. BRENNAN CONSTRUCTION CO. INC. Manager.
JOHN J. BRENNAN CONSTRUCTION CO. INC.
ST JOHN ELECTRIC INC

3' pe License # License Exp.

' x Remove from List
3 Contractor{s) Found e) LA

‘|m Personnel Manager

Personnel Type

Contractors + | | Contractor =l
[ ]u bl iS5k Attach Photo ¥

l Licensees ] +
[ Engineers ] + | | Address City State  Zip
[ Architects ] +
: Mailing Address (Check if same as
[ Utility ] sk Company Address) City State  Zip
[ Security ] >>
~ |Phone # Email Address [5)
Type or Select Name to Edit = I General Workers
ype Name, .orLicense # | |Mobile Phone #  Fax # 2
[CEEE | TR
Bond
Insurance
License Info
* To add a new license fill the boxes below then click the amow button
License Type License / HIC # License Expiration  License Status
- B : I
License Type License # License Expiration LicenseStatus

I (License Status Inactive or Revoked) [ (Selected License) [x Remove License ] A
— : Rl FO— m — .
e =
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The box on the right will include the types of licenses held by the contractor - choose the

license that best fits the project and click assign to add the contractor. An exclamation mark icon
and red text will warn if a contractor's license has expired.

Contractor Info -
Avaliabic Conbacion Type License Explratlon. Status VLocaI

INSTAR SERVICES GROUP MCO MCO.09... 6/30/20... ACTVE False

Assigned Contractors (0) Assign

[] Homeowner Doing Work

z x Remove from List
B (License Status Inactive or Revoked) [] (Selected License) [ -

4.7 Click the Calculate Fee button to automatically calculate the required permit fee based on the
type of work being done. Add a new payment by clicking on the Add New Payment button. Fill
out the payment information and the Balance Due will automatically update.

Costs & Fees
: = [7] wal
Proiect Cost - Permit Fee Additional Fees  Total Fee
roject Cos Calculate Fee § || o + 550.00 = 350.00 Balance Due: $50.
$15,000.00
Payment Transactions Add New Pa
Payment Type Payment Amount  Payment Status Check/Acc# Account PaymentiD Date
< | m )

Total Paid; $0.00 Edit Fee Structure
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Water, Sewer, Drainage, Gas, Mechanical, and Plumbing permits have fixture modules which
allow you to display different

appliances that are a part of a Fixtures

specific project. These fixtures Location: Fixture: Number: = Add
can also be tied to fees which i ~ |jBathtubs L
are added to the fee structure

shown above. Select the floor
location of the fixture by
selecting from the Location
drop-down menu. Then select

the and Number of fixtures

" '.‘ - e
being added. Total Demand Factor x pekle

To add a fixture fee simply add the dollar amount into the Total Fixture Fee field. You can also
add a Total Demand Factor in the field below. Press the Add button to the right of the Number
field when finished entering a fixture.

Once all the data has been entered, hit the Save button at the bottom of the permit screen.

For houses that have not been assigned to addresses in <« Hide Panel
the assessors’ database but still need permits, select the Address ‘ Permit # | Licensee | 1R e

New Address link below the street and house number
. . . t: H #
fields in the search box (pg. 6). Enter the required i S
) ) o GRAND AV v 169 «
information and select save. This will add a new,

I New Address'

temporary address that you will be able to add permits
to. Once the official address has been added to the assessors’ database and assuming it is a
different address number, click the 'switch address' link that appears for temporary addresses.
Enter the official assessor’s address that you would like to move existing permits/applications to
and save. This will bring all of the permits already created to the new address.

” ,
W New Address u_l&_,l‘:’ =

—

Subdivision Info:

Street/Subdivision: Lot/House # Master Parcel ID Lot Size
I 0
State Use Code Zoning Deed Book Page I
QOwner Info:
Name Phone #
() -
{'| Address City State  Zip

10

'Q Add Another Address l ’Q Save & Close
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4.10 To change the address of a specific permit, click the button in the bottom right
corner of the control panel (pg. 6).

SetBacks

Required Provided v

ﬁ Change Address

Express permits can be saved and issued instantly. All other permits receive a temporary number (e.g.
TB-10-23) until review by the appropriate departments.

4.11 To search for licensees, select the licensee tab in the ‘“ml Map/Lot I Contractor l <
search box (pg. 6) and choose an existing licensee or .
create a new licensee. Selecting an existing licensee ca
will list the licenses already held under that name. @

Create a new licensee by clicking the "+" button and
filling in the necessary information (Name, Mailing Address, City, State, Zip, Phone Number, and
E-mail). Once a licensee is either added or selected, view that particular holder's already existing
licenses in the tree view or click the plus button next to the license you wish to create.

4.12 The indicator next to the Edit button will become red
and indicate when you are editing a permit. If not, it will

Edit Mode: a R

become black and indicate that it is currently in read-only mode.

11
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4.13  Click the ">>" button next
to All Permits to reveal
settings for bulk renewals

Take Action

and permit cloning. View Inspection History

Choosing Renew Licenses

will open up the Renew Schedule Inspections

Licenses Panel. You can

filter by license type or by View WorkFlow

date. Simply select the

checkboxes of the Clone Selected Permit

licenses you would like to ;
Renew Licenses

renew and click "Renew

Legend Permit Report W\ t

License(s)." From this ;
) RO et : ! Print Permits in Batch
menu you can also Clone T
the selected permit to L! All Permits LY
quickly make copies, view m Community Dev. | >» | 4
the Workflow of the bt
|
permit, Schedule an | == | *
Inspection, View the i
. . . >> | +
History of inspections or ke |
\ DPW >> | +

12
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5 Plan Review

All non-express permits (per

Using ViewPermit

mit number starting with "T") must undergo plan review and approval by

the required departments before a permit is issued.

-
I ViewPermit 3.8.2.0

Show Panel>

Q?‘ Logged in as : Admin ° Log Out

Permits | Project Review | inspections | € 0 0 Signoff | GIs | Personnel | Reports | web | settings|

= \
&,, . Staff Assignment / Project Management

= - .
‘ 77 Workflow/Project Review Review Status: COmplete [  Issue Permit] l’
‘ |
“ «| Building (=) o City Plan DPW o Engineering Fire Health Historic Legislative 5‘"

R || 2 o s

Al o ﬁ N &

Q| o | i

ul |

R | Vot Required Yot Reguired &

£ |

D[l «] i
Reviewing Department: Review For: M-2002-0013 Review Date: 212013 7;7}

[~ Building De P |

d ng D pt' aEmai! Project Reviewers. G Email Applicant ! Saua Remew
Comments =
‘!‘ \0; Comment:
Review Status: © Required Title Date Reviawer, | :Privata:] || N
| () Requested

Pending . =
L - 1 @ None

Pending Applications for Review (82)

Filter Applications by: [My Pending Approvals

Owner Name

TZ-121
TB-12-376

SULLIVAN MARGUERIT.. 5
STURGES REBEKAH H

DateSubmitted
08/10/2012

HouseNo Permit For

WILCOX PL 156 0827 00300

208 0548 01600

Use Variance

ACADEMY ST 0912172012 Addition

TB-12-382

MARTIR JORGE

MAIN ST

172 0774 01601

12/31/2012

Antennas

TB-13-7 MARTIR JORGE 5 MAIN ST 1720774 01601 0111812013 Antennas

TB-13-8 MARTIR JORGE s MAIN ST 1720774 01601 0171812013 Demolition

TPL-13-2 BIRD JEAND 4 ACADEMY ST 208 0549 01801 0171812013 App to Legislative Servi...
TM-13-15 BIRD JEAND 4 ACADEMY ST 208 0549 01801 01/18/2013 Chimney Liner =

I [Ciselected Appiication) [l over 30 Days) [l 21 - 30 Days) [ (11 -20 Days) [_] (Under 11 Days)

T

[ ey

5.1 All Pending permits will be displayed in a grid and colored based on age of permit when you
click the Show Pending Applications button at the bottom of the form. Double click any pending
permit and ViewPermit will locate the address and load all permit info for review and further
processing. Select the Print Applications button to print this table.

5.2 Pending permits can be sorted by clicking the header of any Attribute Field (PIN, OwnerName,
HouseNo, etc).

53 The issuing department will be required to conduct plan review by default.

13
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Using ViewPermit

To t he left of the required department icons you will notice a button that says 'All". Clicking this
button will show all departments even if they aren't currently required to sign off on the permit.

:'; Workflow/Project Review

»

re>

5.5

5.6

5.7

Building Historic [ Zoning |
| Q
ol

You can either require or request other
Departments to conduct plan review. All "required"
departments must either approve or conditionally
approve a permit application before it can be
issued. Add a required department by clicking on
the appropriate icon at the top of the plan review

page.

Next, select a permit Review Status from the
dropdown list. Once a review has been completed
the Review Status will change. This can be found
below each department icon and will read either
pending, not required, approved, or denied. Also
located next to each department icon is an orange

that lists the reviewers from each
department and allows for simple e-mailing back
and forth inter-departmentally.

After selecting both the user and review status you

Review Status: Incomplete

/

:,. Workflow/Project Review

r<—< Building ? CAO

4 Issue Permit

I

Reviewing Department:

CAD Dept.

: : ") Required
i - ") Requested
Eendng @ None

A
@i Staff Assignment / Pigject Management

[ Show Project }e{iew History

;u& Notify Refiewers of Plans Resubmittal

can specify whether the review is Required, Requested, or None. This lets the software know

the importance of this department’s or user's necessity in passing the project along. A required

reviewer must give a status for the project to move to the next step whereas a requested

reviewer is optional.

14
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5.8 You can add plans and documents to the review by
clicking on the Attach New File button within the
Attach Plans/Documents box.

Using ViewPermit

Attach Files

Plans (0) - Docs (0) .Photos (0)

] Lttach new file x Delete

5.9 Choose or write in a new restriction and add the restriction

by clicking the Downward Arrow button.

|

Project Requirements
Select Restriction then Click ">>"

IMaintain Site From Any Unsafe Conditions

v K2 ]

5.10 Any property setback violations will trigger Zoning Board of Appeals review. The GIS module
within ViewPermit automatically performs spatial geo-processing to highlight property
restrictions and further reviews. The GIS will trigger reviews for any area specified during the
initial setup of the software. This could include wetlands, historical districts and flood zones.

5.11 At the bottom of the screen select the "Show
Pending Applications" button to list all of the
applications that will require your sign-off.

ﬁ“’ Staff Assignment / Project Management

é Show Project Review History

& b g Notify Reviewers of Plans Resubmittal

Attach Files

Plans (0) . Docs (0) iPhotos(O)

Attach new file N Delete

—DI! A Show Pending Applications !I
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T =0 SERReIURT) [RRLY RS TR

L
Pending Applications for Review (36) Filter Applications by: [My Pending Approvals v]

PIN Owner Name HouseNo Street MBL DateSubmitted Permit For
TB-11-96 NEIGHBORHOOD .. BASSETT ST 254 0503 01900 047127201 Rehab-Residential
TB-11-97 BANK OF NEW Y.. BASSETT ST 254 0503 02300 04/12/2011 Rehab-Residential
TB-11-777 MUTUAL HOUSIN... GRAND AV 167 0756 01800 08/26/2011 New Constructio...
TB-12-43 SMITH ARTHURE.. BYRON PL 413 1246 00400 0171372012 Rehab-Residential
TOB-12-106 WALL ST 0471272012 Other
TOB-12-107 WALL ST 0411272012 Other
TOB-12-108 CHURCH ST 0411212012 Other
TOB-12-108 TEMPLE ST 0411272012 Other

) [](11-20 Days) [ ] der 11 Days)

Em Generate Package

5.12  Click the Refresh button to ensure that all newly added applications by other departments are
shown on your "Pending Applications" list.

5.13  To the right of the bottom right of the form is the button which allows you to
print all attached documents instantly.

5.14  Click the "+" button in the comments section to bring up the New Comment Box. Add a title and
your comment in the space provided and save. The comment will show with a date and the
name of the reviewer.

Review For: TB-13-1 Reviews Dae:  2/1/2013 Bd
[@ Email Project Reviewers Email Applicant ] ‘Q Save Review ’
Comments i
Comment:
Title Date Reviewer Private Test Comment -

2412013 Admin |

5.15 Click on the Comment to preview the text N e &

in the box to the right. Title

[7] Private Comment
Comment

16
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5.16 Once the Plan Review is completed by all required departments click the Issue Permit button.

Permits | Project Review | jnspections | C O O Signoff | GIS Personnel

:.; Workflow/Project Review Review Status: COmplete < Issue Permit
5.17 You will be able to view all comments and permit status by other departments however you can
only edit the sections authorized by your department.

5.18 Finally, a review log allows users to see the history of each department’s sign-off. Click the
button to the left of the Comments box. The Printable Table that pops
up shows the reviewer, action, department and its status, and date the action was taken.

Project Review: | Inspections | C 0 0 Signof [ @i | Personnel | Reports [ web | Schedule | settings|

'E-; Workflow/Project Review isswed on 101182011 Review status: COMplete -.f“l Issue Permit

Fire Health Zoning

ng
;omments: 1 B Comments: 1 B Comments: 1 B Comments: 1 B

B & &

»

@! Reviewing Department: Review For Rewview Daiz:  10/18/2011 EI Q Review Sl
A

Building Dept.
Last Refiewed By ﬂ ’B Email Project Reviewers ] ’B Email Applicant ]
lssued Ey:
. Comments

Review Status: (@) Required Comment:
Requested

Approyed s - Title Date Reviewer  Private 1
None

LEGALITY 10/18120...
@(J Staff Assi I Project Manag

’ Show Project Review History l

@ Notify Reviewers of Nans Resubmittal

Reviewer Action Department—>Status Date
Attach Files P CVazguez Reviewed Zoning—=Approved 10M 82011 11:50...
9 CVazguez lzsued 10M 82011 11:50...
Frrsd) | Docs (0) | Photos (0) |\ [ CVazquez Reviswed Health—»Approved 101302011 11:48...
CWazguez Reviewed Traffic and Parking—=Pending 101872011 11:48...
CWazguez Reviewed Building—=Approved A0MB2011 11:47 ...
CWazguez Reviewed City Plan—=Pending A0MB2011 11:47 ...
CWazguez Reviewed Engineering—>=Pending A0MB2011 11:47 ...

# Show Pending Applications X _

H CWazguez Reviewed Fire—=Approved A0MB2011 11:47 ...

ﬂ Total Records: 8

17
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6 Inspections

Using ViewPermit

All existing inspections pertaining to a specific permit will be displayed automatically.

<« Hide Panel

| Address | Permit# | Licensee |1 «|»

l

13 Permit(s) Found
"~

Licensee

!James Woodrow

Permits

g TFM-13-14

TFM-13-13

s TFM-13-12
FM-13-11

ﬂ TFM-134

a FM-13-3

s FM-13-2

ﬁ Logged in as : admin E‘ Log Out’ | ’." Work Flow |

Inspections

€00 Signoff | Gis | Personnel | Reports | web | settings |

Inspections By:
® Permit
O Address

History

Total Score
0 [] 100

Permit No Apt. / Unit Inspector
FM132 | | v/

Date Time In Time Out
[ 62012013 @~ | [oeis:am (2] [os:s7:am 2|

v

Legend  Permit Report for this Address

Permit Select

| Al Permits b@
@ Community Dev. |>> | +
@ Inspectional Srvs. | >> | +

AII Licenses u
ﬁ DPW lﬂ
&8 i u
Dashboard‘ Quit

6.1

- 01. FOOD PROTECTION & MAN
- 02. REPORTING OF DISEASES
- 03. PERSONNEL WITH INFECTH

- 04. FOOD & WATER FROM REt
- 05. RECEIVING / CONDITION
. 06. TAGS / RECORDS: SHELLS
- 07. CONFORMANCE WITH APF
- 08. CROSS-CONTAMINATION
- 09. FOOD CONTACT SURFACE
- 10. PROPER, ADEQUATE HANI
- 11. GOOD HYGIENIC PRACTIC!
- 12. PREVENTION OF CONTAMI

- 13. HANDWASH FACILITES

44 _TAAN AN AR AN ARAMRS

>

8lied INSPECToNS / Violatons

C

Inspections Completed
’@ Email Applicant L insp e

Print ==

l @' Attach Inspection Documents / Photos {

Take Action

First choose an Inspections By Permit or Address. Choose "Address" only if inspecting a property

as a whole rather than an individual permit inspection. Once the Inspections By has been

selected, select an inspection Type from the tree view. These may be different depending on
the choice of Inspections By.
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- 01. FOOD PROTECTION & MAN

- 02. REPORTING OF DISEASES

- 03. PERSONNEL WITH INFECTH

- 04. FOOD & WATER FROM RE!

- 05, RECEVING / CONDITION

.. 08. TAGS / RECORDS: SHELLS

- 07. CONFORMANCE WITH APF

- 08. CROSS-CONTAMINATION

- 09. FOOD CONTACT SURFACE

- 10. PROPER, ADEQUATE HANI

- 11. GOOD HYGIENIC PRACTICI

- 12. PREVENTION OF CONTAMI

- 13. HANDWASH FACILITIES

v
44 CAAN AN AAL AN ARNTLS

< >

M raied inspections / violations

A
v
| [[] Inspections Completed
o[ [v] et
Rl R EAR | 10
by | |
'l;ke t;ction 7

Schedule Inspection

6.2

6.3

Select type of inspection from the list, prompting the inspection form to appear on right. This
form can also be printed using the button located at the bottom of the screen.

Select Inspector Name from dropdown list. The default Inspection Date is automatically set to

Inspections By: Date Time In Time Out Inspector
© Permit 2 42013 [Ev 12:58:36 PM{E v] IQ Save Inspection
) Address
5 . Requires H
nsiiéclion o Permit No: TB-13-10 O Fotiow up 0 {J 100

today’s date. Enter a different date if required. /

19
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6.4 Begin filling out inspection by selecting Status. Inspection records that require Follow up are
highlighted in yellow. Enter necessary Comments and finish by clicking the Complete button at

S

2-201.12 Exclusions and
Restrictions

the top right.

omments

[#)-- 01. FOOD PROTECTION & MAN & —
This item passed

- 02. REPORTING OF DISEASES

- 03. PERSONNEL WITH INFECTH

Comments
\Fail v || Failure

=) 04. FOOD & WATER FROM RE¢

2-201.13 Removal of
Exclusions/Restrictions (E)

| om0 12600 |

Comment |

- 05. RECENVING{/ CONDITION

- 06. TAGS / RELORDS: SHELLS
- 07. CONFORMRBNCE WITH APF
- 08. CROSS-CQNTAMINATION
- 09. FOOD CONTACT SURFACE

~~~~~~ 10. PROPER, ADEQUATE HANI
- 11. GOOD HY[GIENIC PRACTICI

- 12. PREVENTIDN OF CONTAMI

v
42 vanniaiabPU CACH MICC

< > v

M railed inspectiofs / violations = Y
[ [ | | Inspections Completed
1 Print => a Email Applicant [ : s ¢
! : ! on | v ‘ ThK N
.-K elete — Acﬂo ‘
|

\ |
Take Action

o by |
E/Documen’ts r

$chedule Inspection

The Saved Inspection will be shown under the list of specific inspections on the left and can be edited in
the future. The date and time are captured for the particular inspection.

6.5 Once an inspection is completed, select the box.
a Print > I} Email Applicant - Ins;?edions S e ¢
1< | I | on | L\ ‘mﬁKoN
by : o i ‘ AL
@’ Documents —
Take Action

Use the Calendar located at the bottom of the screen to schedule new inspections or view other
inspections already scheduled.
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6.6 If at the end of the inspection process there is further inspection required, select the 'requires
follow up' check box in the top right corner of the form.

6.7 Select the print button to open a call-out list that allows for a number of different printing
options. Select the 'Selected Inspection' option to print only those individual inspection items on
the inspection checklist that were

. . . Selected Inspection Template
changed. Select 'Permit Inspection

Report' to print all individual Print Permit Inspections

inspection instances no matter what Print >> Permit Inspections Template
the inspection item. Finally, select the
Print Certificate of Completion

permit inspections template to print
the entire inspection template for the
entire project.

. Failed inspections / violations :
Py | | | Inspections Completed
g Print »> I} Email Applicant - S e £
i { | | on | [ vl ThK N
7 Delete L - 110
; AC
by |
@/ Documents : L
Schedule Inspection Take Action

6.8 The Take Action button will allow you to perform any number of actions set up for the particular
permit-for that is open. In this particular example you will see the standard actions for all
permits (Certificate of Compliance, Certificate of Inspection, Stop Work Order and Violation
Letter) as well as one specific to a Food and Milk inspection, the Food Establishment Inspection
Report. This item will only be available when you select "Take Actions" while in a Food and Milk
license. These reports may be customized with the help of ViewPoint.

Take Action on FM-13-3 at Show All Action History

“

Certificate of Inspection Food Establishment Stop Work Order Violation Letter
Inspection Report
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COO Signoff

Using essentially the same format as the Project Review, the COO Signoff is a way for required officials
to review work and signoff for Certificate of Occupancy and Temporary Certificate of Occupancy.

[ g - |— 1

Address | permit# | Licensee | 1] | | | Perms | Project Review | Inspections | € 0 0 Signoff |Gis | Personnel | Reports | Web | Setings|
c oo signoff status: Complete
IWITCHCRAFT ROAD v| |13 v| « | Building B City Council Conservation Engineering Facilities Fire a Health B Hi
New Address | s ? = :
" —— BTt -~ B
—= (O E N RS &
a (SN X
@&
g E >
; Reviewing Department: Signoff For: TPL-13-5 Date:
: Building Dept. a20203 v
) email CO Reviewers | |[£) Email Appicant | =
Review Log Comments
IE‘ Comment:
Title Date Revizwer A
Signoff Status: O Reeed
Pending ¥ @ None v
Legend  Permit Report for this Address
Permit Select ¢
o Building Code Year: [: Days: fAKoN
(I Al Permits | : : act!
Open Permits for C.0.0 Sign off: (0) Take Action

o m—
(¥ Buiding

’ All Licenses

v

2l

‘ﬁopw > | +

‘ Food Milk

¥

2t

li Fire

> 4

B o (@ o

7.1

'| @ Rﬂ"““"eﬂ““s’ & Print | [l (SelemedApplication)I. (Over 30 days)[ll] (21 - 30 days) [ (11 - 20 days)[_] (Under 11 day:

All pending permits will be displayed in a grid and colored based on age of permit. Double click
any pending permit and ViewPermit will locate the address and load all permit info for review
and further processing. Pending permits can be sorted by clicking any of the column headers.
Remember to click the "Refresh Permits" button to make sure all newly added applications
appear in your pending applications section.

Owner . Inspections o
PIN Name HouseNo Street MBL DateSubmitted Completed Permit For
B-11-75 MAMIE & EDDEE... (22 MARIE ST 102 1030 01200 | 4/7/2011 2/412013 Rehab-Residen...

[] (setected Appication) [l (over 30 days)[ll] 21 - 30 days) [_] (11 - 20 days)[_| (Under 11 days]
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Using ViewPermit

Users added to COO Signoff security under Personnel->Security (setup detailed on pg. 28) will be

required to sign off on particular permits.

You can either require or request other Departments to conduct COO Signoff. All Required

departments must either approve or
conditionally approve a permit application
before it can be issued. Add a required
department by clicking on the appropriate
selection.

Once a department is selected, select the
signoff status from the dropdown list. The
status will be shown on the

which is color coded to depict
different stages of the permit review process.
This can be found below each department icon
and will read either pending, not required,
approved, or declined.

? Building | City Plan
o

o>

—

Reviewing Department:

v .‘,@ e
k d Building Dept.
Last Reviewied By: Admin "’09
Signoff Status: ° ngﬂztded
Pending v] @ None
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7.5 You can add comments to the COO Signoff by clicking on the "+" button within the comments

box.
A Reviewing Department: Signoff For: TPL-13-5 / Date:
(%% Building Dept. 8202013 vl s
'e Email CO Reviewers | Pmail Aoplicant ’
Raview L C ts
@09 ommen a—
Title Date Revizwer 5,
: . () Required
Slgnoff Status: O Sematel
’Pendmg v| (® None
KE

IBuilding Code Year: I Days: @ ] I XCA-HON

Open Permits for C.0.0 Sign off: (0) Take Action

7.6 Once the required reviewers have signed-off on the particular projects and these sign-offs have
been saved, the Take Action button will be enabled, allowing you to print a CO0 or a TCO.

Take Action on B-13-12 at 13 WITCHCRAFT ROAD close [

&

Certificate of Inspection Occupancy Certificate Stop Work Order Temporary C.0

7.7 For TCO documents that include a Limit on Number of Days there is a field that allows users to
set the number. By default the number is set to 90 days. The field located to the left enables
users to specify the Building Code Year for each COO.
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8 Geographic Information Systems (GIS)

gﬁ Logged in as ; Admin 0 Log Out

Permits | Project Review | Inspections | C 0 O Signoff| GIS

Flood Zone - 100 Year Flood Zone

| [¥] Parcels
[ ] Historic State
{ [] HistoricNational
Historic
Wetlands
[] FloodZones
[] HydrologyLine
WaterbodiesAnno
Default
| | [] NeighborhoodAnalysis
| [7] PavementPoly_2007
| [¥] Building2007
|| [[] GeographyPolygon_2007
| [¥] waterbodies
Railroads

Streets
Street Centerlines
| [Z] City Boundary Line

8.1 Upon selecting a street name and house number or a Parcel ID, the GIS map will zoom in to and
highlight the selected property. The map will also display all available GIS layers. The GIS
performs spatial geo-processing automatically to highlight property restrictions such as
proximity to wetlands, flood zones, historical districts, etc. A list will be shown in the Property
Restrictions box located above the map.
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Click the Select Property button to manually select a property by simply clicking on the map.

8.3

8.3.1

8.3.2

8.3.3

8.3.4

8.3.5

8.3.6

8.3.7

\ \ | W b
: I
- QSR
T Oy & 32U { i

All permit, plan review, and inspection data related to the selected property are retrieved
automatically.

Use the GIS tool bar to navigate the map, zoom in and out, pan, go to previous or next extends,
go to full extent, measure distances, identify map features, draw on the map and print.

Zoom: The plus and minus symbols will allow you to zoom in and out of the map
Pan: This will allow you to click and drag the map around

Extents: These will go back to your previous view, forward to your next view, or you can click
the globe to view the full extent of your map

Measure: This will allow you to measure the distance between 2 or more points
Identify: This will pop up a window with more information when you click on any property
Draw: You can manually draw notes onto the map

Print: Print the map
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9 Personnel

The Personnel tab is an area which allows for contractor, engineer, architect, and utility creation as well
as access to the user security and settings windows for administrators.

Personnel Type
Contractors [+ || Assign Project Review Types to Users
mf User Proect Review Type Manager  Assign
[Acampbel ) [Bukding 1 B [
E"gmm 2 4 User Name Plan Review Name Manager ~
Architects + | [ |Acampbel Police
Utility 4 Admin Buiding ™
Admin Buiding V)
Security >> Admin Zoning &)
T Admn Heath v
Type or Select Name to Edit “Admin Engneering ]
v | [Admn Historic ¥
Admin DPW v
Admin 'WPCA 7
Admin Traffic and Parking v
Admin City Plan |54)
Admin Police ¥
Admin CAO Vi
Admin cAO ¥
Admin Traffic Revenue v
Admin Legisiative Services =
Admin Licenses. v
ALucas Legisiative Services il
ARizzo Buiding ]
ARzz0 Zoning
ARizzo Heakh £l
ARizzo Engineering a
ARizzo Historic |
ARzz0 Licenses B
BBelamy Buiding
BBetamy Zoning &l
BBetamy Fire
BBelamy Heath £l
BBetamy Engineering B
BBelamy Historic ol
BBetamy DPW B
BBelamy WPCA
BBelamy Traffic and Parking
BBetamy City Plan
BBetamy Licenses =
Personnel Type
Yp!
9.1 Enter the name of the person you wish to edit in the Type or Contractors +
Select Name to Edit box. It will find any name that is currently -
e . icensees +
sitting in the database and choosing one of these members
will bring his/her editable information. Engineers +
Architects +
9.2  Click the "+" sign next to the contractor button to create a Utility F
new contractor with the contractor creation form to the right. & Security s
Fill in the appropriate information including the license -
information and select the save button when ready. Type or Select Name fo Edit .
v

9.3 To add an engineer, architect, or utility simply click the "+"
sign next to the corresponding button and, as with the contractor creation form, fill in the basic
information and save.
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10 Personnel: User Security

Using ViewPermit

Click the ">>" button next to the Security button to Manage Users, Manage Departments, Assign
Users to Departments, access Permit Security, Plan Review Security, and CO signoff security.

\

Personnel Type \

Contractors \ ” +
Licensees \ ” +
Engineers \ ” -
Architects V[ +
Utility +
Security | >>

Type or Select Name to Edit

& Manage Users

' & Manage Groups

& Assign Users to Groups

& Assign Roles to Users
& Permit Security
& Project review Security

& C O Signoff Security

Assign Users to Groups

Only administrators have the
ability to work with user
security.

10.1  Select Manage Users to
Add a New User. Enter Name,
Password, and E-Mail then click
the "Add" button to create a
new user.

10.2 allows
you to add or delete
departments. Click on the
Assign Users to Groups button
to link a user to a specific
department. Select the User
you wish to assign and then
select the department the user
is being assigned to. Click
Assign when finished.

/

User Group
|Acampbel ~| [Address Edtor =
User Name Group Name
ACampbel Police
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Permitsl Project Review | Inspaminnsl C 0 O Signoff | Gls ‘ Personnel LF

Personnel Type

| Contractors | + | [Assign Permit Types t

10.3  Select the Permit Security button to link a department with E— B

i

[ Adaress £
a permit type. Choose the Group and Permit Type you wish
. o o ) __Arch\tects +
to link and then select Assign. This allows specific users e

within a group access to permit creation and, without a link CSeamty |
between a department and permit type, users within Tpeor Secitameroza (67 MaR0° Upprs
L X & Manage Gpups

specific departments may or may not have access to certain - ug#m Groups

permit type creation. g2 _Assign Rolfs to Users
& Permit Security
& Project review Security
i» C O Signoff Security

Assign Project Review Types to Users

User Project Review Type lanagerlj Assign
|ACampbe v| [Buiding ] B

User Name Plan Review Name Manager
ACampbel IPoIice I 0 |

& Manage Users
10.4 To assign a project review type to a specific user click on the
. . . ) . & Manage Groups
Project Review Security button. First select the desired user and .
. . ] . . ] & Assign Users to Groups
then click the desired project review type, finish by selecting _
. & Assign Roles to Users
Assign. . .
ﬁ Permit Security
& Project review Security
& C O Signoff Security
Assign Permit Types to Groups
Group Permit Type Assign
| Address Editor ~| |Adaress v
Group Name Permit Type
Admin Building

Manage Users

10.5 Follow the same steps as above for assigning users to CO Signoff &
. .. . . 7 Manage Groups
Security and finish by selecting Assign. # _
& Assign Users to Groups
- - = Assign Roles to U
Assign COSignOff Types to Users g resanroks o TR
@ Permit S it
User CO-SignOff Type Assign e remtSeclly
[ACampbeI v] [Building = @7 Project review Security
& C O Signoff Security
User Name
Admin
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Reports

Using ViewPermit

The reports will give you a general or detailed overview of all activity done within a specific time period.

#\Pennits I Project Review ! Inspections

u Report Wizard

11.2

11.3

2 42013 @~

11 42013 @+

gf": Logged in as : Admin

¢ 00 Signoff | GIs | Personnel | Reports |web | settings

o Log Out

@] Refresh Report

M Email Report & Show on Map

NE R

Select the report time frame from the Calendar dropdown to determine the "From Date" and
"To Date". Click on the Month to enable a dropdown of all months in a year. Click the year to
increase or decrease the year increment.

Select the
button.

Select your
Report Type then
hit "Next."

~
I8 Report Wizard

P

1

Select Date Range
From 1/ 412013 [E~

To

2 42013 @~

Step 1: Select Report type

(Annual

Cash

Contractor
Department
Inspections

Licenses

Occupancy Certificate
Permits

Project Review

State

Generate

Next =>
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Depending on the report you are generating, once you select another report criteria you will
either have the option to select “generate” or the option to select both "Next" and "Generate".
If you select "Next" again you will be able to narrow down your report selections further before

generating.
y
& Report Wizard @m
Ry d
Select Date Range

From 1/ 42013 [@~v To 2 42013 @~

Step 2: Select First Report Filter
Community Development

Inspectional Services

Public Works |

L
l << Previous Generate
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11.5 Use the Report Navigation tool bar to Browse Report Pages;

Export as Excel, Word or PDF Documents; and Zoom.

1 of 1

Using ViewPermit

; Select Page Preferences;

ile @ @|&E 100%

-

State of Connecticut

City of New Haven

200 Orange St. Tel. (203) 546-8045 - Fax (203) 246-8049

Building Department
ANNUAL REPORT

Find | Next

From:

1/4/2013

Building Permits

To:

2/4/2013

Type of Permit

|Number of Permits | Fees Collected

Construction Cost

Demolition

New Construction-Residential
Porch

Roofing

Garage

Addition

Antennas

2 $75.00 $0.00
1 $0.00 $0.00
1 $80.26 $0.00
1 $0.00 $10,000.00
1 $30.00 $0.00
1 $50.00 $0.00
1 $50.26 $0.00
8 $285.52 $10,000.00

11.6  If the report generated has individual record information you may click the Pin link provided on
each row to be taken directly to that permit form.

H 41 of1)p M|« @@ |l - | 100% -
Date From: 1l Date To: 2/
PIN I Owner Name Permit For
B-13-2 I MARTIR JORGE New Construction-Residential
Number of 1
Permits:
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ﬁ“‘ Logged in as : Admin

Pmd Email Report u Show on Map

11.8

You can email a report as an
attachment by clicking the
button.

Using ViewPermit

M 11.7 The Show on Map feature

allows users the ability to create
reports and then generate a map
detailing the location of each permit.
This feature is a great way to see
patterns and trends across the
municipality and is another way for

users to make informed decisions.

=

-
W Send Email

= |-E

Send To

Subject

BCC

Attachments: (Double click attachment to view)

B+

f{ ViewPermit_Report.PDF

Body
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Web Applications Manager

[ permts | Project Review | mspections | € 0 0 Signoft [ G5 | Personnel | Reports | Web | setings|

9 Web Applications Manager Refresh Cache

New Applications (21)
Pin
12179
TFU-12-9 Food_MilkLicense Food Service Establishment WHITE ST 17 Papa Johns 11752012 6:31 PM

TFM-12-8
TRL-12-8174
TB-12-381
TP-12-193

App. Type Permit For Street House No, ParceiD Applicant Date

RS

Mechanical Chimney ADELINE ST 9 19520 Hisham 2 Shamas 2 11562012 2:49 PH

Food_MikLicense Food Service Establishment ACADEMY ST 10 JOHNNY BRINKLEY 11/52012 5:04 PN
ResidentialLicense Residential Licensing JAMES ST 100 JOHNNY RAY MOORE 117272012 3:10 PM
Buiding Demoition ADLEINE ST 128 105807 Hisham Shamas 111172012 7:00 PM
Plumbing Fire Suppression-Hood ADELINE ST 16 19516 Hisham 2 Shamas 2 10/3172012 8:10 PM

Issued Online Permits (191)

Pin Permt Type Permt For Street House No. ParcelD Appiicant Date
Fli-124 Food_MikLicense Food Service Establishment WHITE ST 17 Papa Johns 92712012
FM-12-5 Food_MikLicense Food Service Establishment WHITE ST 17 Papa Johns 92712012
Plumbing Water Heater ADELINE ST 14 19517 Hisham 2 Shamas 2 912412012 1:42 P U
Incomplete Applications (1)
App. Type Permit For Street House No. ParceiD Applicant Date
ResidentialLicense | Resigential License ACADEMY ST 12 MURRELL PHYLISS & DOWN... |9/18/2012 3:37 P Delete

Online Inspection Requests (2)

Permithumber

P-12-192
Pn
TRL-12-8144

B-12-377

B-12377

Street HouseNo inspectionDate Time Type inspectionType PPl
ACADEMY ST 10 152012 1:00PM - 4:30PM Regular Waterproofing Hisham2 Shamas2 |617-577-5000 hisham@viewpont-g... [ Schedue [ Delete )
ACADEMY ST 10 17202012 830AM-1200PM | Regular Above Ceiing Hisham2 Shamas2 |617-577-5000 hisham@viewpoint-g.. [ Schedue _|( Delete J

The Web Applications Manager contains four logs. The New Applications log lists applications that have
been submitted via the web application. The log shows applications that have

been issues online. The Incomplete Applications log lists those applications filled out by the online user

but marked incomplete. The final log, Online Inspection Requests, lists requests for inspections that

come through the web application.

121

12.2

12.3

Under New Applications double click a specific entry in the log to view it under the permit tab
as a permit application. You will then be given the opportunity at the bottom of the form to
accept or mark the application incomplete. Accepting the application will add it to the tree view
on the left under the address it was submitted under. Marking an application incomplete will list
the application under the Incomplete Applications log in the web applications manager.

The web applicants’ e-mail is listed under "Applicant Email" on the permit form. This allows for
town officials to email applicants to either send necessary information to be filled in by the
official or the ability to let the applicant know that the permit application will need to be
resubmitted with the necessary changes.

Double click on an incomplete application in the Incomplete Applications section to review the
application once a web applicant has supplied sufficient information or to take a second look at
the application.
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12.4  Select the Schedule button on a particular pending inspection in the Online Inspection Requests
log to open the inspection form. This form automatically displays information added by the web
users and gives you the ability to edit this information and choose the inspector.

Online Inspection Requests (2)

PermitNumber Street HouseNo InspectionDate Time Type InspectionType ApplicantName ApplicantPhoneNo
B-12-311 “ACADEMY s 10 isr012 1:00PM - 4:30PH Regular Waterproofing Higham2 Shamas2 | 617-577-9000
812377 |ACADENY ST 10 112012012 8:30AM - 1200PM | Requiar Above Ceiing Hisham2 Shamas2  |617-577-9000

hisham@viewpoint-g...

2 7 N
L Appointment | ———————— — = v-@":

 —
A Inspect Now

# B-12-377 v

e[/ 52012 [] | :00 A [2]

EngTime: 11/ 512012 [v] | 0:00 AW 2]

Click Save and Close in the top left corner of the form to add the inspection to the inspections
calendar within the inspection tab. Click Delete to remove this inspection once in the pop-up
form or by clicking the delete button in the inspection log. You can also click Inspect Now to be
brought to the Inspections tab for this record.

12.5 Usethe at the bottom of the web applications section to update the logs.

fgjj Health |:~:~ || | |
[+
‘ d} Qi ‘ @ Ftefresh|

=

35



™ ViewPermit Using ViewPermit

13

Innovative permit management

Settings

The Settings window is where much of the data seen throughout the software is located. Each
municipality has their own data needs and this window allows for a certain level of
customization. For example, this is where the town administrators are able to decide what types
of inspections will take place for a building permit, what the fee structure is going to be for
certain permit types, and which "fixtures" are going to be added to fixture dropdowns in
mechanical, gas, plumbing, and electrical permits.

| Permits | Project Review | Inspections | ¢ 0 0 Signoff | Gis | Personnel | Reports [ web | Settings \

ViewPermit Connected to: ViewPermit_Test

New | Edit
[] Express
Relationships | >>

Enter New Permit For Add

a0

Permit For Expiess
Fee Structure
Addition False
Inspection Types Address Inspection Faise

Permit Type Expir. y Administrative Appeal False

Amusement/Entertainment/Exibition False
System Log Antennas False
App to BOA False

13.1  First, you can take a look at the new/edit section and decide what data will best reflect your

municipality’s needs. The data entered will eventually be linked to other pieces of data in the
relationships field, allowing for the software to use the correct data at the correct time.

For example, when filling out the "building type" field keep in mind that the data will eventually
be linked to occupancy type. This relationship allows for a building type of "multi-family" to be
linked to a "residential" occupancy type. There would most likely be no need to establish a link
between "multi-family" and a "commercial" occupancy type as people don't usually live in
commercial buildings. This is where the importance of relationships comes into play, as detailed
below.
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13.2  Once you have entered your data into the New/Edit fields it is time to establish the
relationships noted above by selecting the ">>" button next to the Relationships button. This
will allow for a level of customization that makes the software even more efficient.

New / Edit >>

Relationships | >> Occupancy Type >> Building Type It

Permit For >> Additional Fee

Permit Type >> Comments/Restrictions
Pspection ypes Permit For >> C.0.0 SignOff Department

FPermit Type Expir. Permit For == Project Review Department

Fee Structure

System Log Permit Type == Default Payment Account

- Permit Type == Fixture

Permit Type >> Inspector
Permit Type == Inspection Comments

|Permit Type == Occupancy Type

Permit Type == Permit For
Permit Type >> Trench For
Permit Type == Requirement Fields

Plan Review Restrictions >> Documents

Project Review Dept == Project Review Restrictions
Project Review Type >> Pre-Defined Flags

Project Review Type >> Property Restrictions

T

For example, instead of having every single building type show up for every permit type you
need only to connect relevant building types to certain permit types by selecting the Permit
Type >> Occupancy Type option. It is important to familiarize yourself with the permit forms
while setting up these connections in order to better understand how the process works and
where the data you are now entering will be showing up on the permit forms.
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13.3  The third aspect of the settings window is the fee structure window. Click on the Fee Structure

button to open this window and customize your municipality's fee structure. First select the

Permit Type from the dropdown. This dropdown lists all the permit types available for creation.

By selecting an electrical permit type, for example, you will trigger the occupancy types for that

permit type, these will populate on the left. If you were to select a residential occupancy type

the subsequent "Permit For”s that were added earlier under the New/Edit fields would show

up. Set both a minimum fee and an incremental fee and decide which fees will show up for
specific projects (permit for). The same can be done for all occupancy types within a permit
type and also for all permit types that are available to your specific municipality.

ViewPermit Co ked to: ViewPermit_Test

Fee Structure Settings

New / Edit &

Relationships | >>

Fee Structure

Inspection Types Step 2: Select Occupancy Type then Enter Desired Fee Amount

pancy Type / Road Type  Fee Structure For: Building. Residential
Permit Type Expir.
System Log

sal Permit For Minimum Fee

Addition 50.26
Antennas 50.26
m [Residentiall Antennas 50.26
Boiler/Furnace Replacement 50.26
Deck 50.26

Incremental Fee
27.26
27.26
27.26
27.26
27.26

13.4  The fourth section of the settings module is Inspection Types. This allows you to choose which

items will appear on the inspection checklist within the Inspections tab. You will first select a
Permit Type from the dropdown at the top and then a Permit For from the list. You can then

select a currently existing inspection type or select one from the dropdown list and add. Once

you select your inspection type from the list you can choose a from the
dropdown to add it to that inspections checklist.

| Permits l Project Rewi l Inspections l C 0 O Signoff | GIS I Personnel | Reports l Web ] Settings l
ViewPermit Conned 0: ViewPermit_Test
New / Edit ep 1: Select Permit Type
Permit Type - To add a new Inspection Type or Checklist tem, please type in the dropdovi | box and
Relationships B = then click the "Add” button
[Bunldmg v
- Use the "Shift" or "CtrI” buttons on your keyboard to select muttiple tems

Fee Structure
Step 2: Select Permit For then Select Inspection Types

M Permit For Inspection Type Add  Checklist tems
Permit Type Expir. Alarm v E Above Ceiling
spemiog | [ roson - oo co NS T
Antennas BACKFILL
,. Deck co
Demolition Decks]
Dormer Demolition
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The fifth section within the setting module is called the Permit Type Expiration section. Since

most municipalities require a certain criteria for expirations of permits the software allows users
to go in and adjust these criteria based on local by-laws. This feature is especially important for
those municipalities who issue licenses based on time from issuance opposed to a set date in

time.

[ Permits | Project Review | Inspections | € 0 0 Signoff | GIS [ Personnel | Reports | web | Settings |

ViewPermit Connected to: ViewPermit_Test

Refresh Cach

-

Permit Type Expir.

System Log

13.6

Permit Expiration Settings by Type

Permit Type

(") Time Span (Months)

© ot i

mm
01 v

dd Save

01 v

Permit Type

Expiration Time Span

Expiration Date

AnimalLicense

0

01/01

PoolLicense

0/0

Tobaccolicense

BodyArtLicense

18

CampLicense

12

The final feature within the setting module is the System Log. This log allows administrators the

capability to go in and see every action taken by each individual user. This is important for
keeping tabs on what has been entered into the system and who has been doing what.

| Permits | Project Review | Inspections | C 0 0 Signoff | GIs | Personnel | Reports [ web | Settings |

ViewPermit Connected to: ViewPermit_Test

[uewIEdit >>

[ Relationships [ >>

[ Fee Structure

[ Inspection Types

l Permit Type Expir.

[ System Log

Fiterby ~ Specify
—-No Filter— v -
User Name Type PIN Permit Type Date Details

[ » Admin Update Planning 2/5/2013 10:07 AM

Admin Update TPL-13-1 | Planning 2/5/2013 10:07 AM

Admin Update Planning 2/5/2013 10:01 AM

Admin Update TPL-13-1 | Planning 2/5/2013 10:01 AM

Admin Update Mechanical 2/4/2013 3:42 PM

Admin Update TM-12-179 | Mechanical 2/4/2013 3:42 PM

Admin Update Mechanical 21412013 3:41 PM

Admin Update TM-12-179 | Mechanical 2/4/2013 3:41 PM

Admin Reviewed Building 2/4/2013 3:38 PM | Zoning—>Denied
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